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During bombing or bomb threat incidents, evacuating people from hanns way will become a 
necessary action. Evacuations during bomb related incidents are much the same as evacuations 
conducted during fire related incidents. The objective of the evacuation is the systematic and orderly 
removal of people from an area containing a hazard to an area of safety. The concepts involved in 
planning and conducting evacuations are simple. The reality of an evacuation is more complex and 
requires a teamwork effort from everyone involved. Conducting an evacuation from a small business 
operation, employing a limited number of personnel, may be easy to accomplish in a matter of 
minutes with simple planning. Evacuations of large business operations involving multiple buildings 
or floors and hundreds or thousands of personnel, visitors and tenants can require an elaborate plan 
orchestrated like a military operation. The level of planning necessary to effectively conduct an 
evacuation will depend upon the organization’s size, location, type of facility and number of 
employees. In theory all evacuations are similar, in reality all facilities are different and no two 
evacuation plans will be exactly the same. 

Developing the Plan 

The systematic evacuation of personnel from a hazard area requires a well thought out plan of action. 
In a crisis such as a bombing or bomb threat, the stress of the event can place a huge strain on the 
emotions of the personnel involved. In the absence of a firm plan of action, concerns about self 
survival can quickly turn into feelings of fear and panic. Fear and panic can lead to a state of 
confusion among personnel causing a reaction which is less than controlled or organized. Another 
tenn for this reaction is chaos. Pre-planning in the form of a structured, detailed and practiced 
system of evacuation can limit reactions based on fear and panic and increase the level of safety for 
all personnel involved. 

Developing an evacuation plan will require input from a variety of sources within the organization. 
Management, supervisors, security, plant engineers, maintenance, housekeeping, as well as general 
employees all have a stake in a well developed evacuation plan. If the organization leases building 
space to other tenants, they should also be included in the development of the plan. Each of these 
groups will play a slightly different role in the development, as well as the execution of the plan. 
Representatives from each group should be included in all aspects of the planning process. 

Evacuations conducted during bombings or bomb threat incidents are not that different from 
evacuations conducted during a fire incident. The goal is the same, to get personnel out of an area 
of hazard quickly and safely. However, there is a slight operational difference in the two. Those 
differences are aspects found in the nature of the event. Bomb related incidents have aspects not 
present during fire related incidents. Examples of this include insuring evacuation assembly areas 
are free of secondary explosive devices and located a safe distance beyond the range of possible 



bomb blast effects. Consideration must be given to the differences, as well as the similarities, 
between bomb related evacuations and fire related evacuations. The bomb threat evacuation plan 
should be developed to operate within the established fire evacuation plan. This will limit the 
confusion associated with trying to remember two different evacuation plans. 

The following are general aspects which should be considered during the development of the 
evacuation plan; 

• The evacuation plan must be a written document. 

• Objectives of the plan must be clearly defined. 

• Instructions must be prepared in a fonnat which is easily understood. 

• A schedule for periodic review of the plan must be established. 

• The plan must be amended to reflect changes in the structure of the organization or building 
layout. 

The following are specific aspects which should be considered during the development of the 
evacuation plan; 

• Define departmental roles and responsibilities. 

• Management. 

• Security. 

• Evacuation Supervisors ( Floor Wardens ). 

• Engineering and Maintenance. 

• Employees. 

• Building Tenants. 

• Identify evacuation routes. 

• Identify evacuation assembly areas. 

• Define evacuation assembly area security. 

• Establish criteria for initiating an evacuation. 

• Establish a form of evacuation notification or alarm. 

• Establish procedures for the evacuation of building visitors. 

• Establish procedures for the evacuation of personnel with disabilities. 

• Establish procedures for the evacuation of injured personnel. 

• Establish procedures for the accounting of personnel once at assembly areas. 

• Establish communication procedures. 

• Establish procedures for evacuations during hours of darkness, foul weather, etc. 

• Establish procedures for return to work or employee release. 

The Decision To Evacuate 

While the purpose of an evacuation is to move personnel from hanns way to an area of safety, this 
action does come with a negative side. The negative side to an evacuation is the interruption of the 
organization’s daily activities, lost production time, added financial expense, reduction in employee 
moral, etc.. These negative consequences are the desired results of the well placed bomb threat. 
How would an organization handle a bomb threat campaign lunched against them? Could the 






organization afford to conduct daily, or even weekly evacuations? Because of these questions, the 
decision to conduct an evacuation will rest on the shoulders of the organizations management. 
Management maintains the role of organization leadership and control in times of crisis. The 
decision may not be an easy one to make, but one that will have to be made when the situation arises. 

The decision to evacuate should be based on logic and fact and not panic and fear. There is no 
standard formula which can be used by management to assist in the decision making process. The 
decision to evacuate will ultimately be based on the facts of the situation, and these facts will be 
different in all situations. However, the following basic criteria can be used to assist management 
with reaching a decision to evacuate: 

• Evacuations based on a credible threat. This is when information provided by the threat 
is sufficient enough to lead management to believe the threat is real. If a threat is considered 
credible, it must be taken very seriously. 

• Evacuations based on the discovery of a suspect item. If a suspect item is discovered 
during a search of the building, it should be considered a possible explosive device until 
proven otherwise be Law Enforcement officials. Evacuation of personnel from the area will 
be necessary. 

• Evacuations based on doubt. The rule of thumb is WHEN IN DOUBT, GET OUT!!! 

If you can’t decide whether the threat is real or a hoax, and the safety of personnel is of 
ultimate concern, an evacuation should be performed. It is always better to be safe than sorry 
in a dangerous situation such as a bomb threat. 

It should be remembered that this criteria is only a guideline and that a decision to evacuate must be 
based on the facts of the situation, and not something written in a book. 

Another aspect of an evacuation that must be considered is how much to evacuate. Evacuations can 
be classified as full evacuations or local evacuations. Full evacuations involve the evacuation of 
all personnel from a building or area. Local evacuations involve only the evacuation of personnel 
from a specific area of a building. Both types of evacuations have viable applications for their use. 
The extent of the evacuation will depend upon the size of the building, type of building, type of 
incident, type of services provided in the building, number of personnel, etc.. An organization must 
evaluate their own unique situation to detennine the structure of their own unique evacuation plan. 

Evacuation Notification 

How does an organization notify personnel that an evacuation is being conducted? Once again there 
is no right or wrong answer. The process of notification will depend upon the organization’s size, 
resources or personal choice. The notification could take the form of a standard fire alarm, public 
address (PA ) announcement or a combination of the two. Notification could be made by telephone 
in smaller organizations with limited personnel. Whatever notification process is decided upon, 
there is one thing that is very important, all individuals within the organization must receive the 
notification. This means all employees, visitors, vendors and tenants. Like most aspects of a bomb 



security plan, the organization should experiment with different types of procedures during the 
development phase of the plan to detennine what works best for them. 


Evacuation Routes 

Routes of evacuation during bomb related incidents should mirror the evacuation routes established 
for fire related incidents. This will limit confusion during the incident. Most organizations have fire 
evacuation routes clearly established and posted throughout the facility. These routes would be the 
easiest for personnel to remember under stress. Consideration must be given to one important point, 
personnel must not be evacuated through an area containing a suspect item. It will be important for 
evacuation supervisors or “floor wardens” to be able to re-route personnel away from the area 
containing the suspect item. This re-routing procedure is also perfonned during fire incidents, when 
personnel are re-directed away from the area containing the fire. Maintaining communications with 
evacuation supervisors is critical for this reason. 

Evacuation Assembly Areas 

Once personnel have evacuated the facility, they should report to a designated evacuation assembly 
area. Once at the evacuation assembly area, personnel will be accounted for to insure that everyone 
exited the facility safely. This process can be perfonned more effectively if assembly area 
supervisors have a cunent listing of all personnel working at the facility that day. This will require 
the generation of a current personnel listing on a daily basis. This listing can then be given to 
assembly area supervisors when the evacuation is conducted. Accounting for visitors, vendors and 
tenants presents a different problem. Accounting for visitors and vendors will require some 
procedure for tracking who has entered and exited the facility during the day. This could be achieved 
by maintaining some form of register that visitors and vendors are required to sign. Tenants 
occupying space in the facility will be required to generate their own versions of these listings which 
can be used by the assembly area supervisors. The accounting procedure ultimately used will depend 
upon the organizations individual circumstances and resources. The accounting of personnel 
following an evacuation is very important and organization should develop procedures for 
accomplishing this aspect of the plan. 

Another issue of great importance is the safety of the assembly areas. Assembly areas must be free 
of secondary explosive devices and located a safe distance from the facility. Assembly areas should 
be inspected in advance to detennine whether any suspect items have been placed there. Bombers 
sometimes place secondary explosive devices in outside areas in an attempt to injure or kill 
emergency responders, as well as the organization’s personnel. If assembly areas are not inspected 
prior to personnel arriving, a situation may occur where personnel have been evacuated from an area 
of hazard, into an area of hazard. For this reason parking lots full of vehicles are the least desirable 
location for assembly areas. More desirable are open areas which have been secured in advance, but 
these types of areas may not be available at most organizations. The designation of evacuation 
assembly areas will greatly depend upon areas available to the organization. Proactive searches of 
the assembly area can be performed by assembly area supervisors or security. 



The other issue is distance. Assembly areas must be located a safe distance from the facility. This 
means located beyond possible bomb blast effects. Depending upon the situation, safe distances 
could range between 300 and 1000 yards. Management should consult with local fire and police 
departments regarding the location of assembly areas, as well as all aspects of the bomb security 
plan. 

Ending The Evacuation 

Once all personnel have been evacuated from the building, when is it safe for them to return? This 
is an obvious question that will confront management and some consideration should be given to it. 
Personnel should only return to the building after the event has been declared over ( a non-event) 
and Law Enforcement officials give the OK to re-enter the building. Declaring the situation safe will 
depend upon several factors and these factors will be slightly different in all incidents. 

One factor is time. Did the threat state a specific time a device was going to detonate? If a specific 
time was given and no detonation occurred, it could be assumed that a device does not exist. If a 
reasonable amount of time ( beyond the time stated ) is then allowed to pass without a detonation 
occurring, it’s then assumed to be safe to re-enter the building. It must be noted that this method 
of detennining the event safe is not the most reliable, but however the most widely used. The reason 
for this is due to the fact that generally 99% of all bomb threats turn out to be hoaxes, that means no 
bomb to detonate. 

Another factor is device discovery. If a thorough search of the facility has been conducted and no 
device has been discovered, it is assumed that a device does not exist. This method of detennining 
a situation safe is based on the assumption that an adequate search of the facility has been perfonned. 
Depending upon who searched the facility, this assumption may be conect. 

Another factor is a combination of time and discovery. If an adequate search of the facility has been 
perfonned and enough time has passed without a detonation, it can be assumed that the situation is 
safe. 

Some situations will be lengthy in duration, requiring the early release of personnel from work. An 
early release of personnel may be authorized to relieve crowding of the scene, or limit payroll cost, 
etc.. Management should consider developing a plan to deal with evacuated personnel if the 
situation becomes one of lengthy duration. 

The ultimate criteria used to determine the situation safe will largely depend upon the circumstances 
surrounding the event, cooperation between management and local emergency responders. Above 
all, decisions should be based on the reality of the facts, professional judgement and the use of good 
common sense. 
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